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II. Porws Msnagement | 1.

2.

3.
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i STATUS AND KBSULTS

Approved a revisionm in Vital Records Deposit Schedule
for RID to 2dd two items.

Presented Vital Records Workehop mt Retlonsl Archives
ss » part of the (8A sponsored Records Mansgewent Séeminsr.,

Approved Vital Records Deposit Schedule for Office of
Security.

Collaborated vith Records officer of SAS/DDP to revise
their Vital Records Bcbeduls.

1n collaborstion with|

and Chief Supply,[ | arranged for transfer o euitrntn—l
photographic kits from Records Center to Warehouse
Devalopment of a Vital Hecords Deposit Schedule for DDBKT

offices is delayed until intermsl security probless can
be resclved by | |

Approved revision in Vital Records Deposit Sichedule for
War Plans Bteff/pIP.

Am/;rmd revision in Vitsl Records Deposit Schedule for
ER/OCR .

Completed 10 nev and 20 revised forus.

Designed a nev report form and revieed 3 exieting report
forms for the Office of Security. This is the sixth re-
port form in the Case Processing Reporting Series.

Eliminated & bootleg form used by Cleerance Brasnch, 03
bydnimagafmtobemdbythmto notify ¥BID
of Cleerance for their smployees.
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I1. forss Manegewent (contimed) b, ‘badigoed #iforms for Colleotion Gutdance Statf, DD/I to
: record all sctioms to be taken om cgllection requirenents

in the Intelligence Comsunity.

5. mwrwmom«otﬂanmnmfmtohm

ss an iaput eedia for ADP to record activitiss and cate-

gories of agenty PrOZramS.

6. Prepared for the Office of Persomwel s "Report of Buper-
vigory Abiliky and Bxecutlve Potentisl”.

quested by the Executive Director,
supplewent to the besic Fituess Report,

This forw re-

Comptroller is &
ut will previde

e standard comtrolled sesns of sssessing and rating swper-
visory ability and axecniive potentiel of certain Agancy

supervisory persconel.

T. Also, in conneotion with the sbowve fore a

for the use of this aew form.

revision was

sade to an existing foru to inscorporate ingtructions

8. Revised 3 forms for the Budget Office and & forws for
the Office of Fimmnce. Thase forms required changes
in office dosigmetions und slso the eliminetion of wn-

necessery items on the forus.

9. Approved proofs, yeper sawples and/or sdvance copies

on 11 forma.

as an isgut to the compwter.

| 1. Revised a Code Sheet for Cemtral Cover Staff to be used

2. Desigoed 2 forms for the Office of Perscnnel; these forms

suploysent applications forms snd

perscnsl resums sheets. Both contain Medical snd Person-

nel instructiona. The Records Officers of Personnel and
Medical vers in on the dsaige of thess forus.

will accowpeiy SgeRCY

3. A mew fore wvas desigoed for Procurement Division, OL to
be used in the presentation of procuresent satiers %o the

Prociwrenent Evaluation Commities.
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students to file claim for traval by privately owned

vehicles. Form will eliminate posting on Imprest Fund.

Estimated savings of $500 per year will be realized by

the nevly designed forw for the Space & Facilities Branch
of OL. This 3 part fors replaces a prior systes of typing
3 separate cards and weking separste band entries om sach
card. Savings will be realized in reducing typing avd
elerieal vork.

Consultents Referwval Log designed for Medics) Staff iz an
scourate record of diagnostic referrals to comsultant '
yhysicisns. This new form vill be used by the Poychintric
and Clinienl Divissons.

Dezigoed 10 pew and 9 revised forms.

Prepared coments on proposed revision of Federal Becords
Dieposel Act for Office of Cenmersl Counsel.

revision of dispossl instruction for ites in
GR/OCR Records Comtrol Scheduls.

Approved revision of disposel instructioms for FBIB.

Approved revision in scheduls item for Office of Genersl
Coungel..

Reviewed and approved mew Records Control Schedules for
tvo support elements of OBA/DDEAT,

Worked with OBI in cowplete revision of their Records
Control Scheduls.

mmmwmmm&cmmxaemmn
for three divisiona, Office of Personmel.
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'W‘ﬁnﬁ approved s portion of Records Control
Schedules for OTR field stotion.

Reviewed and epproved change in disposition instruc-
tions for reteption of cables one yeer lnstesd of
three ywers; these will now be deatroyed at bead-
quarters imstesd of at Records Ceuter.

Survey continnes.

Inventory of all records has been completed end verbsl

spproval has been received from the ?Wiw Office,
staff and Division heads,
An oversll review Sehedule has

been completed with

Inetalled 2 subject Bumeric Flles.

Arrongewents were wads for & person in the office of the
Chief, O/BPAM to see a wail operation im the /8 office.

Working on a revision of the Vital Reecrds Deposit Bchedule.
Burvey continues.

Arranged Tor Office of Persomnsl to use sxcess filing
squipeent in lieu of mew, costing $16.

Approved s requisiticn for wechanized 3x5 curd le
oquipment for Central Cover Division, DDP.

Foar sections of shelving were obtained from surplus
for Office of Finance; sevings 1&!260.

Reccumended approvel of a request for a sscure erea for
Historical Staff. This will saye sbout $3000 in filing
equipment snd sbout 50 square fest of floor spece.

A-RDP70-00211R000500100009-5
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1. Received 905 cubic feet of records and eliminated 728 .
25K v gﬁﬁﬁg |:| cublc feet; the net incresse was 1T1 cubic feet.

Roc Genster 2. Reference requests increased 1T% over the previous wonth.
The significant incresse in volume included a large num-~
ber of high pricrity Items, such &a:

. 243 intelligence reports for Christisn A. Herter
Special Representative of Presidenmt Johason for
Trade Begotiations.

b. 198 intelligence reports forONI.

2. 9B intelligence reports for Ammy War College.

d. 392 documents for RPIC.

e. U9 srobival documents for OCR for trsnsfer to
another agency.

3. & special delivery of urgently needed documents vas wade
to 0CX.

%. ¥illed a special request from the Historical Staff requir-
ing the reproduction of the organizationsl yortion of 27
old sgency talephone directives.

5. Presented a three bowr workshop on Records Center operations
to eleven DDBAT employees.

6. Messrs. Sullivan and Moyer completed 5 sewester treining
in Records Adwinistration at Awericsn University.

25X1 7. | |completed workshops in report
writing and records msnagewent respectively st GBA.
IX. Kennedy Librar; 1. I attended 2 wee , Office of Gepersl Counsel with
o Ly 25X1 MessTs. Psrrott, Prorzheiner, and Bdwards to

decide on Agency ssterial to be included in the nev Pres-
{dential Library.

iR
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1. | lcowpleted a course in Records Adwin-
{etration - Crestion at the American Undversity.

2. |_—_§;m a westing of Federal Records
¥anageeent cera at B. E. W,
, 25X1
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